
QEORQIA DEPARTMENT OF HUMAN RESOURCES 
- 3  &PPLICATION FOR RECORDS RETENTION SCHEDULE I OFFICE OF ADMINISTRATIVE SERVICES 

.. 

~ .- ~~ -, .:._ ..- ~~eT__AI-p RECORDS MANAQEMENT UNIT 

,, . ,.For. instruGions on completing @.is form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 

30334. Phone - (404) 656-4976. GIST: 221-4983 
_ __;_~_I_____C.~_f____l~_~.-~__~ ~ 

1. GEORGIA DEPARTMENTOF HUMAN RESOURCES 
plication Date Div. of F8mily h Children Se rv ices  

Systems Management Unit  
47 T r i n i t y  Ave. S.W. -  ROO^ 3 1 7 - ~  
At l an ta ,  Georgia 30334 plication Number 

83-13 
Person to Contact 

_____ .. . -~__ - . ~. . . 
Working Title 

I 

-~ ~~~ 

ARCHIVES AND HlFC0R.V .. 
Application Number 

83-872. _-A 

Data Recaivad Data Complsled A!.F 3 1 198: .--- JUN~i'Xm .. ~. ~ .. . I .. . - 
Telaphone Number 

F ,~ -, :, : ,_ :~ . Supervisor  
__ ioward - _. .. Johnson ~ . .  Sy_s-t.e~S-Ma~~me.nt. .Un~t ~~~ ~ . . .~ - ..-65&4410. --? 
Action Requested 
a. m m b l i s h  Retention Schedule; record will mntinue to accumulate. 
b. Dirpole of present accumubtion; no further aCfumuletion enticipatad. 
c. O A m n d  Application No. I ~ ~. Checkone: 0 Change; 0 Supercede; 0 Void 

Dams of Series 
. __ I 

~ R ~ ~ ; r i ; - & i i e ~ i l e  ffollowed by tirh u a d  in offim; if7iffemnt) 

,liest 

1982 
Diyisio$,and otfy Fun$iT ,: - , ,,What i s  the function of the Divlaion and ths.Offim.in which thllrecord sries i? created? 'r ~I 2 . i ,  1' ' 

!e Division ,of Family and. qh i ld ren  Se rv ices  ,., through xhe  l eade r sh ip ,  .of, t h e  Dirdc tor is 
?.spon?ibl.q. for adminik ter ipg ,  .puperviaing;~and   regulating s e r v i c e s  t o  ind igea t  ch i ldre l  
l u l t s ,  and families, State-wide;  f o r  s e rv ing  8s l i a i a o n  with. 'the~RegioifaT Of f i ce  irf HH! 
mcerning the  s t a tus  of  the  S t a t e  S o c i a l  Serv ice  Plan and for c l e a r i n g  pol icy  question1 
id f o r  working wi th  DHR Of f i ces  'and Divis ions t o  r e so lve  problems 8ffCCting the  operat: 
E t he  Division. 

re Systems Management Unit  of the  Off ice  of Management Information Systems is reaponsil 
)r Mnaging  811 DFCS ope ra t ion  automated systems used by the  Div is ion  to  a i d  s t a f f  i n  
re d e l i v e r y  of DFCS s e r v i c e s ;  to provide t echn ica l  a s s i s t a n c e ,  t echn ica l  t r a i n i n g ,  and 
i p p o r t  40 S t a t e  and D i s t r i c t  s t a f f ;  and , t o  ac t  as resource  backups to  District  and Locc 
k f f  i n  moni tor ins  the  Systems operation-a~d-in i n t e r p r e t i n g  systems object_ives. 
Remrds Series h i p t i o n  This file mntains the following d&umentr linclude form n u t n h  n d  titles, ifany): Attach emples of the file.. 

.. I I _ ~ - .  . ? ~ . .  .. ~ .,,,, ~7 \ f - -  , :Y . , ,y7 ' , -  1 

Flkisuranged: chronologica1ly by d a t e  t r ansac ted ;  thereunder  numerical ly  by sequen t i a l  
:.document number. 

~ ..__I____._.I_ ~ 
I -__ 
Monthly Reference Rate 

One to six months old N y i - h  fm ; Sean m w l w  months uld ; 
h*enty-fiva months and older &--.- 

Annual Rota of Accumulation or Records 

Lnter-rize d r a w n  ; Lagal-riid drawers - ; Shelws ~.~ ~ - ; Other ISpecifv) . - ~ ~ . 

i toryHow often are remrds referrw to wnich are: - Thipan m twanty-four months old ; 
-. 

? - ~ t _ ~ _ _ _ l l _ _ ~ _ ~ _  

6 cubic  f e e t - f  
~ 3 9 6  ; v b i e  f e e t - p  ., . 

II 
- ___._____a___l - _ ~ - .  .~ ~~ ~ . ~ . ~ ~ . ~ . ~  

es*-.x-- Lj a.ccL1AM +l( . .  . , .. 
i Form4988 17-78) ~. . ~ 



(nicrof iLm)  (Papet m- - ATP 
Secur i ty  w- Cut,  off f i ls  monthly; . . , 
hold u n t i l  microfilm is ver i f ied ;  

1,' Cut off f i l e  monthly; hold u n t i l  ve r i f -  
i ca t ion  of microfilm and reconci la t ion . . .  

t r ans fe r  t o  S ta t e  Records Center; of dupl icate  and erroneous ATP cards i a  
hold 5. years; then d~estroy.. ' . , .. .. . , . . . . . :K!IJ co@p'let~d;~X,rpfisfe;r' t o  S t a t e  Records 

. .  ,.,c~:7- . , ,  . .: - ~ c -  Center': hpld 1 year; then destroy. 
9llllate 9 y -  Hold i n  current f i l e s  
area u n t r l  no-longer needed f o r  ac t ive  
reference;'  then destroy. 

Rr-- aintenance - ~~. Instruct ions)  . __ - 
ATP cards a r e  processed da i ly ,  sequential  
numbered, batched i n  groups of 100, then 

Thew Inpaion: apply to ell prior end futun l~~umulationi of the wries. mfcrofi lmed. 


